Approving/Denying User Roles

Introduction This guide provides the procedures for approving and denying user roles in

Direct Access. Please allow 24 hours after PPC approval to see the
updated roles in DA.

Procedures See below.

Step Action

1 From the Requests tab, click the View My Requests (all types) link in the Self
Service Requests pagelet.

My Page Self Senvice | Requests |
Self Service Requests =
Submit an Absence Reguest iew My Absence Requests

Submit & Delegation Request “iew My Reqguests {all types)

Uszer Access Request Submit a Drill Request

2 The View My Action Requests page will display. Select the Requests | am
Approver For radio button. Change the Transaction Name to User Access

Request Approval. Leave the Transaction Status as Pending then click the
Populate Grid button.

View My Action Requests

1. "My Submitted Requests' allows member to bring up only their Action Requests.

2. "Requests | am Approver For' allows approver to bring up only those Action Reguests submitted to them.

3. "All Requests allows the approver to pull up their Action Requests and those submitted to them.

4. Transaction Mame field allows user to select a particular transaction (i.e., Absence Request, Delegation, etc.)
5. Refresh button clears the grid and defaults it back to "My Submitied Requests’ and Transaction Status of "Pending’.

6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name,
Transaction Status, and what was entered in the Submission From/Submission To Dates.

(_'My Submitted Requests (®) Requests | am Approver For ) All Requests
Transaction Name: User Access Reguest Approval W
Transaction Status: Pending “
Submission From Date: [#]
Submission To Date: [=] Populate Grid Refresh
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Approving/Denying User Roles, Continued

Procedures,
continued
Step Action
3 Select the Approve/Deny link for the member’s request.

Customize | Find | View A1 | B |

]

4 | ™
First 1of1 Last
Transaction Name Status Member Member's Emplid Member's Deptid Submitted By Approver  Submission Date Approve/Deny
User Access Request Pending Madonna 1234567 007443 Madonna Lady Gaga 06/14/2016 Approve/Deny

4 The member’s User Access Request will display. Review the member’s current
roles and functions, then scroll down.

User Access Request
Request Details
User Access Request For: 1234567 Madonna
Request ID: 0000053 Request Status: Pending
~ Current Roles Customize | Find | view 21 | B | 2 Frst £ q30r3 1 Last
Keep Role Remove Role Role Name Role Description Role Details
¥ O CGROWSEC_CGAD |CG Active Duty Row Security Role Details
¥ O CGHRS Coast Guard HRS/PERSRU Role Details
vl O CGFIELDADM Unit ADMIN access to limted HR Role Details

First K1 1 of1 I Last

« Current Functions Customize | Find | iew A1 | B | #

Function Name Function Description
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Approving/Denying User Roles, Continued

Procedures,
continued

Step Action

5 Verify the functions/roles the member is adding/removing. Enter comments, if

necessary (not required). Then click Approve or Deny.
| Add Functions.

Gustomize | Find | view an | B | % 75t I 13015 0 1ast

Add Function Function Name
CG Admin Technician
CG CGIS Investigator

CG Training Officer

Customize | Find | View A1 | B | B Frst B qopr O Lot

Role Name Role Description

CGDSCPVW Disciplinary Actions View Only

Approver Selection
*Justification: |Need access to this component for auditing purposes.

*Approver ID: | 7654321 Lady Gaga Position: 00031314 - SPO AUDITOR DUTY

Comments:

| certify that the access | have authorized is based on an official need. | am aware of the general functionality | have authorized
and | am aware of what this will allow this memberfemployee to complete.

[ Approve | | Deny ]

6 If approved, this will display and the request will be routed to PPC for final
approval.
User Access Request

— Request Status:Pending

1
Approved Pending
Lady Gaga ) Multiple Approvers
« Initial Approve Action Request @ User Access Request Final Appr

061416 - 2:23 PM

If denied, this will display and the request will not be routed.
User Access Request

— Request Status:Denied

1
Denied Not Routed
O Lady Gaga > Multiple Approvers
Initial Approve Action Request @ User Access Request Final Appr

061416 - 2:24 PM




